OPERATIONAL SERVICES DIVISION

Job Aid:

How to Access and Acknowledge Purchase Orders

This Job Aid shows how to:
Access Purchase Orders (PO) in COMMBUYS
Acknowledge Purchase Orders in COMMBUYS

Of Special Note:

Purchase orders are sent to Sellers through COMMBUYS. These documents require review and acknowledgement

and fulfillment based on the buyer’s request.
Screenshot

.| COMMBUYS

C@MMBUYS

—— OPERATIONAL SERVICES DIVISION ——

COMMBUYS is the only official procurement record system for the Commonwealth of
Massachusetts’ Executive Departments. COMMBUYS offers free internet-based access to
all public proct 1t inf tion posted here in order to promote transparency, increase
competition, and achieve best value for Massachusetts taxpayers.

COMMBUY S INFORMATION:

For more information on COMMBUYS please visit the COMMEBUYS support pages.
Training and Registration for Purchasers

Training and Registration for Sellers

Job Aids for Purchasers

Job Aids for Sellers

Information about Statewide Contract Purchasing
Statewide Contract Index, Contract User Guides and Procurement Schedule

If you have any questions or concerns contact the COMMBUYS Help Desk at
COMMBUYS@state ma us or ring us during normal business hours (8AM — 5PM Monday -
Friday) at 1-888-627-8283 or 817-720-3197.

- Register
Register here to begin using COMMBUYS.

Vendors, please read this disciaimer prior to registering.

Complete Registration
Complete registration here to begin using COMMBUYS.

Vendors, please read this disciaimer prior to completing registration.

Open Bids

Browse open bid opportunities.

Active Contracts

Browse active Contracts/Blankets.

Contract & Bid Search

Search for Bids and active Contracts/Blankets.

Reqistered Vendor Search
Search for registered vendors.

Login Assistance?

Directions

Step 1. Access COMMBUYS

1. Launch the COMMBUYS website by
entering the URL for COMMBUYS
(https://www.commbuys.com) in the
browser.

Enter your Login ID and password and
click the Login button on the COMMBUYS
landing page.
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UNSPSCCodeB | My |c Service | About Step 2: Seller Control Center

| Home | POs~ | Bids~ | Contracts | Quotes |

This is the Seller Control Center. Here vendors
can access COMMBUYS documents. In this
job-aid we focus on accessing Purchase
Orders.

Home - Welcome Back Cosmo Kramer
Vendor Communication(3) Bids(489) PO(65) Quotes(221) Vendor Performance(D)

Note the tabs with numbers within parentheses.
The numbers indicate the number of
documents. For example, there are 65
Purchase Orders available to this seller in the
PO tab.

Step 3: Finding Purchase Orders

1. Click the gray PO tab in the Control
News(0) Vendor Ci i 3) m ) Vendor Center

- Purchase Orders / Change Orders (Un-Acknowledged)

N e e e

2. Alist of Unacknowledged and Sent PO’s

Purchase Order # Organization Purchase Order Date
w,: p——— oot appears.
0000065; 17 Department of Receiving 127312014
90000853 15 Désniidi ScRachinia 123102018 3. Click on the hyperlink of the Purchase
14 Department of Receiving 1273172014 .
0000065: 13 Department o Reconing mors Order you wish to open.
®» Note: If you elect to receive notification of
Purchase Orders by paper mail, the
Purchase Order number will correspond to
a paper copy of a purchase order you have
received by mail.
UNSPSC Code Browse | My Account | Customer Service | About Step 4. ACkn0W|edge the PO

o

1. After selecting the hyperlink of the PO you
wish to review and acknowledge the

ging receipt of this orcer Download Acknowledgement Box appears.

Pealbon foliinstibiolsied i) 2. Select both statements by clicking on the
box preceding them. This indicates you are
acknowledging receipt of the PO.

3. Click Proceed to continue.
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Step 5 Acknowledgement Email

Message Insert Options Format Text Review McAfee E-mail Scan

Qe X C 6] Bmectiog B ToManager 3 Team-mai oy emes 3 1. An acknowledgement email is
Gounk- Delte | Reoy Reoh Fonard By wore - | 3 womemencsvin & crmemen (<] MO ff:fo";‘f o automatically sent to the Buyer from
Delete Respond Quick steps S Move COMMBUYS notifying them the Seller has
From: Kramer, Cosmo] | acknowledged receiving the Purchase
To: Espindola, Annemarie (OSD)
P Order.
Subject: FW: Purchase Order Acknowledgement - #PO-15-1080-OSD01-TEST-000000072

From: noreply@.commbuys.com [mailto:

Sent: Thursday, May 28, 2015 3:15 PM

To: Annemarie Espindola

Subject: Purchase Order Acknowledgement - #P0-15-1080-0SD01-000000072

This email is to acknowledge that Kramerica has received your Purchase Order #P0O-15-1080-OSD01-000000072.

Use this link to log on to COMMBUY'S: https/www.commbuys.combso/login sdo

Step 6 Review Summary

1. The Summary tab of the PO opens. The
Summary Tab displays all the relevant
information for the Purchase Order.

2. The PO number appears prominently in
the upper left corner of the document.

3. This purchase order detail page shows the
customer billing and shipping information,
as well as, a list of products they ordered.
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